
Criteria for accepting report:
Perpetrator must be defined as 
parent, guardian, custodian, or 
acting in custodial role.
Child must be under the age of 
18 at the time of the abuse
Meets allegation criteria (legal 
sufficiency; defined by state law)

Sexual abuse allegations criteria:
Any sexual contact involving 
children under the age of 18 at 
the time of the report.

Investigation 
Required? No

Yes

Phone, Fax, Mail, or Electronic - Email, agency staff 
identified, internal referral, walk-in, or mandated 

reporters, voluntary reporters. 

Intake received by FCM (may be dedicated).  If received 
by call center staff, FPP 310 will be transferred to FCM.

After hours calls come through various means (page on-
call worker, central 800 number, emergency dispatch, 

youth shelter). 

Intake & 
Investigation

Initial Intake
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No

Yes

Purchase-of-
Service 

(Contract) 
Intake?

After-Hours 
Intake? No Agency Staff 

Intake

Yes

Supervisor 
Receives Intake

Finalize Intake 
form FPP 310

Form in ICWIS. Hot Line staff 
must use form FPP 310A for 
abuse referral and may use the 
form for service request. 
Outdated form, but still available 
on Web and used by some 
counties. Fill out decision box to 
make recommendation for 
investigation included in Form 
310 transmittal.

ICES/ICWIS 
Check

Local Databases 
and Historical 

Records CheckMay be done by clerical staff and 
not FCM. If done after hours, 

might skip ICES check and go 
straight to investigation. 

However, have remote access to 
ICWIS (and, hence, Form 310). 

Policy indicates that the supervisor 
will make the investigation 

decision, however practice does 
not prohibit intake worker from 

making decision to screen in 
report. In practice, the supervisor 

normally reviews and approves the 
decision to screen out a report. No  

guideline or decision tool used to 
support screening decision. The 

only timeline for intake is the 
documentation of the intake in a 

written report form (48 hours).

ICES and ICWIS checks may take 
place during or even after the 
investigation has been initiated.

Information and 
Referral

Supervisor 
Agrees?

No

Yes END

Assign for 
InvestigationYesSupervisor  

Agrees?

No

Identify Type of 
Investigation and 

Timeline

END

Yes

INT 
02

Change 
Investigation 
Type and/or 
Timeline?

Submit to 
Supervisor

No
By practice (but not policy) all 

counties have a screen-out QA 
process, though processes may 

differ from county to county.
Screen Out 

Case

Intake form FPP 
310

Receive Intake

START

Agency Staff 
Intake

Identify Type of 
Investigation and 

Timeline

Supervisor  
Requires More 
Information?

No

YesINT 
01

INT 
01

Hospitals, local mental health 
providers, and schools receive 

feedback from intake report. No 
differentiation between how to 

accept intakes from professional 
reporters vs. citizen reporters.
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INT 
02

Intake & 
Investigation

Initial Intake 
Investigation
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Assign Intake to 
Family Case 

Manager (FCM)

INT 
03

Law Enforcement 
Notification

Notify law enforcement to join shared 
assessment if criminal activities are 

alleged, to intervene if child is at 
imminent risk, or to ensure worker 

safety for initial visit.

Incident 
Notification List 

for Abuse in 
Licensed Setting 
and Child Fatality

Abuse in 
Licensed or 
Registered 

Setting?

Yes
Inform Licensing 
or Registration 
Entity (Verbal)

Yes

Review Records, 
History, and 

Worker Safety 
Issues

No

Notify Ongoing 
FCM

Parties 
Involved 
Known to 

DCS? 

Policy provides no requirements for how to assign 
investigations. Practice for assignment differs from 
county to county (large counties may specialize or 

use geographic distribution, some use weighted 
case selection, also rely on supervisor discretion for 

assignment).

Prepare FCM to 
Conduct 

Investigation

Preparation of FCM to conduct investigation is not 
detailed in policy, but practice includes review of 310 

(screen prints from ICWIS), ICES review, and file 
history review. Delivered to FCM in physical form, 

sometimes with consultation by supervisor during 
information transfer. Also assigned electronically 

through ICWIS, with automatic alert to new 
assignment, however the worker can delete the alert.

FCM Reviews All 
Intake 

Information

Acknowledge 
Initial Decision 

on Initiation Time

Plan 
Investigatio

n

Review Form 310, hard copy 
and ICWIS log notes, historical 

information Determine 
Exigent 

Circumstances

Specific circumstances not defined in 
policy, so definitions are determined 
on county level. (Interpretation of 
1194 statute and training). State 
standard consent form exists, but no 
requirement that counties use it. 

Consent to 
Interview Child (if 

No Exigent 
Circumstances)

By policy, must have face-to-face contact with 
every child in the household. Consent to 

interview child who is the subject of report 
can be verbal, and must be followed up with 
written form. Check administrative letter for 
timelines for subsequent contacts (30 days 

from first contact of investigation) with child.

No

Policy states should involve Law 
Enforcement Agency (LEA) if there is 
reason to believe that a crime has been 
committed and include LEA in the 
Investigation Planning process. 

If case is ongoing, some counties will 
assign the investigation to the 
current FCM ongoing worker.
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Complete 
Minimum Other 

Investigation 
Requirements

INT 
04Is Child Safe? 

Determine nature, extent and cause; identity of 
perpetrator; names and conditions of others in the 
home; evaluation of caregiver(s), environment and 

relationships. Must be made within 45 days of intake 
date for child fatality, 90 days for all other cases.

No

Yes

Contact Requirements:
Caregiver (face-to-face)
Alleged Victim (face-to-face)
Other Children in Home (face-to-face)
Alleged Perpetrator (face-to-face)
Witnesses (face-to-face or phone)
Report Source (face-to-face or phone)

Record Safety 
Assessment 
within ICWIS

Tool based on Structured Decision 
Making (SDM). Must be completed within 

24 hours of initiation of investigation 
(face-to-face contact with child).

Is Safety 
Conditional?

Create Safety 
Plan  

INT 
03

Substantiated
? Indicated?Unsubstantiat

ed?

Intake & 
Investigation

Initial Intake 
Investigation
Page 3 of 8

Determine Case 
Status

Documented in ICWIS log, which 
identifies required contacts; the 
fact that required contacts were/
were not made; and why contacts 
were not made. Decision support 
for contacts and observations not 
included in ICWIS log. Narrative 
capacity exists in ICWIS, but not 
decision support mechanism for 
the gathering, organizing, and 
analyzing of information. 

Before completing the safety 
assessment in ICWIS, FCM can 
override determination of “child 
unsafe” by making safety 
conditional. No supervisory review 
or approval of safety assessment.

Optional at this phase of 
the case. Based on SDM, 
found in ICWIS. Risk 
levels include: low, 
moderate, high, very high. 
Supervisors can revise 
risk levels upward prior to 
checking “complete” 
button in ICWIS. Policy 
does not require  
supervisory review or 
approval.

Conduct Risk 
Assessment

YesYes

Means child is unsafe.

No

Make Contact Gather 
Information

Conduct Safety 
Assessment

Notice of 
Availability Form

Need policy clarification on whether 
an FCM can close an investigation 

if safety determination is marked 
“conditionally safe.”

Type A:
Reporter
Source
All witnesses
Two professionals

Type B:
Reporter
Source
All witnesses
Person with first-
hand knowledge

Type C:
Reporter
Source
No further contacts 
or re-classify as 
Type A or Type B

No No
Credible evidence of abuse or neglect.

Cannot substantiate 
or unsubstantiate.Yes

Create/Modify 
Safety Plan  

Parents Agree 
to Participate?

No

Yes HIS 
01

END

Case is archived for 
one year from date 

of last intake report.

INT 
05

Yes

INT 
06 Conduct Risk 

and Needs 
Assessment Optional at this phase.

Incomplete 
Investigation 

Report
Delivered to professional reporters at 30 and/or 90 

days of incomplete investigation.

Subsequent 
Report on Open 

Investigation

Options:
Screen out 
duplicates
Link to current 
investigation if 
within 30 days of 
intake (Linkage 
does not integrate 
subsequent reports 
into single 
investigation. Each 
report is managed 
as a separate 
investigation).
Assign as separate 
investigation

Law Enforcement 
Agency (LEA) 
Involvement 

When Necessary

End
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Notification of 
Data Entry into 

SCR 
(Appendix H)

Notification of 
Data Entry into 

SCR 
(Appendix H)

IHS 
02

Conduct Risk 
and Needs 

Assessment

30/90 Day Letter to 
professional providers.

INT 
05Strengths and needs assessment. Risk assessment process 

similar to above, needs assessment process focuses on child 
and parental strengths and needs. Risk and Needs Procedure 

Manual says it must be completed within 5 days of arriving at a 
determination. Then, have another week in order to mobilize 

services. Currently, not possible to make a QA determination 
on this requirement.

Investigation 
Completion

Report

Copy of Form FP 
311 Sent to 
Prosecuting 

Attorney

Upon Request, 
Send Form FP 

311 to Approved 
Recipients

Includes law enforcement, 
central office, appropriate 
court, and parents.

Intake & 
Investigation

Substantiated
Page 4 of 8

No formalized appeal or administrative review 
process for substantiated decisions. Subjects of 
substantiated investigations will not be identified 
during required SCR reviews for child care staff. 
Decision regarding placement on state central 
registry is made:

Court approved IA (removed 10 days after 
completion of IA)
Failed SRA (not more than 6 months after the 
date of failure)
CHINS adjudication (removed when youngest 
child identified in case turns 23)

Determine Level 
of Case

Service 
Referral 

Agreement?

Informal 
Adjustment?

CHINS 
Petition?

Only 
Information 

and Referral?
No No No

Levels of Case:
SRA - Low to Moderate with voluntary 
participation by parents
IA – Moderate to high with voluntary 
participation
CHINS – High to very high with 
involuntary participation by parents

Supervisor can override level of case 
decisions, but must document reasons 
for override.

Yes Yes

Guided by Risk and Needs Assessment 
and ICWIS matrix of potential services, but 
local practice may use additional tools.

Yes

Yes

Service Referral 
Agreement 

(Appendix K)

Available in ICWIS; by 
policy, families must be 

active participants in the 
development of the SRA. 
Service referral must be 

made within 7 days of 
signing of the SRA. Referral 

is made by the child 
protective FCM; may be in 
consultation with the FCM 

for ongoing.
Preliminary 

Inquiry to Court

Program of 
Informal  

Adjustment 
(Appendix I)

Court Review and 
Approval

INT 
07

In some counties, SRAs and IAs 
would be completed by the 
ongoing worker during the 

investigation. Until investigation 
is completed, investigator’s role 

in case is primary.

Service Case
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30/90 Day Letter to 
professional reporters.

INT 
06

Investigation 
Completion

Report

Upon Request, 
Send Form FP 

311 to Approved 
Recipients

Includes law enforcement, 
central office, appropriate 
court, and parents.

Intake & 
Investigation
Unsubstantiated

Page 5 of 8

Information and 
Referral

In some cases, investigations will 
be closed at the investigation 

phase and re-opened as a 
voluntary service case.

Expunged from ICWIS 180 
calendar days after intake.

END
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Intake & 
Investigation

Immediate Removals
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INT 
04

Ex Parte? Law 
Enforcement?No No

Yes

Contact Judge 
and Solicit Verbal 

Approval or 
Court Order

Yes

Solicit Law 
Enforcement 

Support in 
Removal

Yes

Contact 
Supervisor 
Regarding 
Removal

Supervisor 
Approves? No INT 

03

Yes

Child Removed
(Physical or 

Constructive)

Notify Parents of 
Removal

Notice of 
Detention and 

Parental Rights 
(2 Forms)

Good faith effort to 
notify parents within 
2 hours for verbal, 6 

hours for written.

Preparation 
of Materials 

for Detention 
Hearing

Policy requires that FCM provides probable 
cause for removal. Practice varies, with 
some using ICWIS-developed forms based 
upon Juvenile Judge’s Bench Book, and may 
include:

Preliminary Intake and Inquiry
Appendix H – Pre-Placement Preventative 
Checklist (reasonable efforts)
Affidavit of Probable Cause
Notice of Detention

Currently no universal application of Judge’s 
Bench Book model court orders and affidavit 
structures in IN.

Provide 
Information to 

County Attorney

Detention 
Hearing Date Set

Provide 
Information to 

Court

Date of hearing logged into 
ICWIS. Detention hearing must 
take place within 48 hours of 
removal (ex. weekends and 
legal holidays).

Appendix B –
Removal Without 
Court Approval

Notify Parents of 
Hearing DateCan be verbal, by letter 

(Appendix G), and/or subpoena.

Detention 
Hearing

Judge Finds 
Probable 
Cause to 
Continue 

Placement?

No

Yes

INT 
03

INT 
03

Worker Initiated

INT 
07

Comes from petition process.

If written court order, 
must include Placement 

and Care and Best 
Interest language. 

Court order and finding 
must include Placement 

and Care and Best 
Interest language. 
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Intake & 
Investigation
Removal Petition
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INT 
04

File Detention 
Petition

Judge Finds 
for Removal?

Yes

No
Judge Sets 

Time for Initial 
Hearing?

Yes

No Judge Denies 
Petition

END

If judge denies petition, 
FCM can collect 
additional information 
and re-file petition. 

Initial Hearing

FCR 
??

Purpose is to determine whether 
CASA/ad litem, are needed, and 
to inform parties of allegations, 
options, and potential affects.

Parents Admit 
to 

Allegations?

Court 
Adjudicates 

CHINS and Holds 
Dispositional 

Hearing 

Fact-Finding 
Hearing 

(Adjudication)
No

Yes

Court 
Adjudicates 

CHINS?
Yes

 Child Returns 
Home

Case 
Closure

END

No

Complete 
Predispositional 
Report, SF 2956 
(Case Plan), and 

“Checklist”

Court Orders 
Out-of-Home 
Placement?

NoFCR 
??

Can happen at same time as initial 
hearing. Must include Placement and 

Care, Reasonable Efforts, and Best 
Interest language. Note that IV-E requires 

Reasonable Efforts language within 60 
days of removal and Placement and Care 

and Best Interest language in initial 
removal order.

Make Copies of 
Predispositional 
Report Available 

to all Parties 
prior to Hearing

Yes

File Petition for 
Parental 

Participation 

Follows CHINS 
adjudication – timing 

of filing my vary.  
Requires completion 

of Case Plan and copy 
sent to parents within 
10 days of completion

If child is in 
placement.

Must include 
Placement and 
Care and Best 

Interest language. 

Process for Non-Custodial Parents:
Documentation and demonstration 
of diligent efforts to locate NCP/
absent parent
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Intake & 
Investigation

In-Home CHINS Petition
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INT 
07

File CHINS 
Petition

Judge Sets 
Time for Initial 

Hearing?
No

Yes

Judge Denies 
Petition

END

If judge denies 
petition, FCM can 
collect additional 
information refile 
petition. 

Initial Hearing

Purpose is to determine whether 
CASA/ad litem, are needed, and 
to inform parties of allegations, 

options, and potential affects.

Parents Admit 
to 

Allegations?

Court 
Adjudicates 

CHINS and Holds 
Dispositional 

Hearing 

Fact-Finding 
Hearing 

(Adjudication)
No

Yes

Court 
Adjudicates 

CHINS?
Yes

Case 
Closure

END

No

Complete 
Predispositional 
Report, SF 2956 
(Case Plan), and 

“Checklist”

Court Orders 
Supervision 

and Services?
NoIHS 

01

May happen at the same time as 
the initial hearing.

Make Copies of 
Predispositional 
Report Available 

to all Parties 
prior to Hearing

Yes

File Petition for 
Parental 

Participation 

Follows CHINS 
adjudication – timing 

of filing my vary.  
Requires completion 

of Case Plan and copy 
sent to parents within 
10 days of completion

See in-home and placement 
services workflows.

Process for Non-Custodial Parents:
Documentation and demonstration 
of diligent efforts to locate NCP/
absent parent
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